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TOPIC: Advanced Sick Leave Request & Approval Recommendation Process

Where: Employee Leave Balance Page
Who: Employee or Initiator (POC, Approver, NSSC HR) and Approver
When: Anytime during pay period

Purpose:

An employee may request a sick leave advance to cover a medical emergency for
themselves or a family member (up to 240 hours). These hours may vary depending on
employee’s duty status. Appropriate medical documentation must be submitted to the
NASA Shared Service Center (NSSC) Human Resource (HR) Office.

Request Procedure:
1. From the employee Leave Balance page, click on the Create Request for
Advanced Sick Leave link
LEAVE FORM REQUESTS for CHARMING, PRINCE P
#Create Request for Advance Sick Leave Create & new request to receive sick leave advance.

Create REque“ to Become Leave Share Create & new regquest to receive donsted leave.

Recipient
Donate Leave within NASA Initizte process to donate annualirestored leave within NASA,
Donate Leave outside NASA Initiste process to donate annualirestored leave outside NASA,

Donate Leave - Emergency Transfer Initiste process to donste annualivestored leave under declared emergencies (Cther Federal Agency).

Program
List Pending Leave Form Requests List pending leave farm reguests.
List Historical Leave Form Requests List historical leave form reguests.

2. All fields are required, including justification. Select individual to provide
recommendation from the list available. After completion click CONTINUE

Request for Advanced Sick Leave for CHARMING, PRINCE P (198)

Initiated by CHARMING, PRINCE P (198)
Status: Initiated

Purpose
Begin Date (MMDDYYYY) 104012007 o] ion of
Estimated End Date (MMIDDYYYY) 12312007 o] ion of
Effective Date (MIDDAYYY) 100172007 o] Care of family member, including medicalidental optical examination of family member
) O Care of family member with a serious health condition
Humber of Advanced Sick Leave Hours Requested 1200
O Other
Select Approver BEAR, BALOO B (198) b

Comments (include justification)

My spouse has a serious illness. I am requestifg time off to take care of her.

Privacy Act Statement

Section 6311 of fille 5, Unted States Codle, authorizes collection of this information. The primery use of this information is by management and your payrol office to approve and record your use of leave. Addiional disciosures of the information may be: To
the Departmert of Labor vehen processing a claim for compensation regarding & job connected injury or iiness; to a State unemployment compensation office regarding a claim; to Federal Life Insurance or Heakth Benefits carriers regarding & claim, to &
Fecteral, State, or local law enforcement agency when your agency becomes aware of & violation ar possible wiolation of civil or criminl law, to & Federal agency when conducting an investigation for employment or security reasons; to the Office of
Personnel Managemert or the General Accourting Office when the information is requirest for evalustion of leave admiristratior; or the General Services Administration in connection with its responsibities for recorcs management. Public Lav 104-134
(#pril 26, 1996) requires that any person doing business with the Feceral Government furnish & social security number or tax identification number. This is an amendmert to file 31, Section 7701, Furnishing the social security number, as weil as other data,
i volurtary, but failure to to So may celay or prevent action on the application. It yOUX agency USes the information furmished on this form for purposes other than thoss indicated aliove, § My provide You with an adedtionsl statement reflecting those
purposes

3. If errors are applicable, they will be displayed at the top of the screen. The
SUBMIT REQUEST button will not be available until all errors are corrected. If
necessary, correct errors and click CONTINUE. Review information for accuracy,
read the certification and privacy act statements, and then click SUBMIT
REQUEST (located beneath the privacy act statement). The user will receive an
email after the request is submitted
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Request for Advanced Sick Leave for CHARMING, PRINCE P (0}

Leave Request Number. 8998-00017
Initiated by CHARMING, PRINCE P {0}

Status: Editing
#‘ This request may be submitted. Please review the Certification and Privacy Act statements at the bottom of this form. After review, click the Submit Request

button.
Purpose
Begin Date (MMDDNYYY) 10/01/2007 O of P
Estimated End Date (MM/DDYYYY) 12/31/2007 O pti ination of -
Effective Date (MMDDAYYY) 100172007 ® Care of family member, including medicalidentalioptical examination of family member, or bereavement
_ O Care of family member with a serious health condition
Number of Advanced Sick Leave Hours Requested 120.0
e} Other
Select individual to provide recommendation BEAR, BALOO B (0) v
Comments {include justification)
Status __[Changed On Changed By
Editing 17:15 COT 09/27/2007 CHARMING, PRINCE P (0) My spouse has a serious ilness. | am requesting time off to take care of her

Certification

I certity that the leavelabsence requested shove is for the purnose(s) indiceted. | understand thet | must comply with my employing agency's procedures for requesting leave/approved sbsence (and provide additionsl documentation, including medical
certification, if required) and that falsification of infarmation an this form may be grounds for disciplinary action, including remaval

Privacy Act Statement

Section 6311 of ttie 5, United States Code, authorizes collection of this informetian. The primary use of this infarmation is by management and your payroll office to spprove and record your Use of leave. Addtional disclosures of the information may be: To
the Departmert of Lakor when & claim for on regarcing & job connected injury or iiness; to & State unempioyment compensation office regarding a claim, to Federsl Life Insurance ar Health Benefits carriers regarding = claim; to &
Federal, State, or local law enforcement agency when your agency becomes aware of & violation or possible violation of civi or criminal v, t0 a Federal agency when conducting an investigation for smploymert or security reasons; to the Office of
Personnel Management ar the General Accourting Office when the Information is required for evalustion of leave administration; o the General Services Admiristration in cornection with ts responsibities for recors managemerd. PUblic Lav 104-134
(April 26, 1995) recuires that any person doing business with the Federal Government furnish a social security number or tex identification rumker. This is an smendment ta title 31, Section 7701, Furnishing the sacial securty rumber, as well as other data,
is voluntary, but failure to do o may delay or prevert action on the application. I your agency uses the information furished on this form for purposes cther than those indicated shove, it may provide you with an addtional stetement reflecting those
purposes

4. After submitting the request, the user is returned to the request form. At this
point, the request can be withdrawn or comments can be applied to the request.
To apply comments, type within the Comments section of the request; when
finished, click APPLY COMMENTS. The comments can be reviewed by the
Approver, the NSSC HR office and the NSSC Payroll office

Request for Advanced Sick Leave for CHARMING, PRINCE P (214)

Leave Request Number: 9993-00018
Initiated by. CHARMING, PRINCE P (214)

Status: Pending Recommendation

Wedical Documentation not yet received at NSSC

I Apply Cormrments

Begin Date (MMDDYYVY) 10/ 12007
Estimated End Date (MMDD/YYYY) 1203172007
Purpose Care of family member, including medicalidentalioptical examination of family member, or bereavement
Effective Date (MM/DDYYYY) 10012007
Number of Advanced Sick Leave Hours Requested 1200

Individual selected to provide recommendation: BEAR, BALOO B (214)

Carmments (include justification)

4. The employee and the selected individual to provide recommendation will receive
an email notification that the request has been submitted and is pending
recommendation

5. After the request has been submitted, the employee (or Initiator) can review the
status of the request from the employee Leave Balance page, click on the link to
List Pending Leave Form Requests

LEAVE FORM REQUESTS for CHARMING, PRINCE P

Create Request for Advance Sick Leave Create a neww request to receive sick leave advance.

Create Reque“ to Become Leave Share Create a new request to receive donsted leave.

Recipient
Donate Leave within NASA Intiate process to donate annualirestored leave within MASA
Donate Leave outside NASA Intiate process to donate annualirestored leave outside MASA,

Donate Leave - Emergency Transfer
Program

# List Pending Leave Form Requests List pending lesve form requests.

Initiste process to donste annualirestored leave under declared emergencies (Cther Federal Agency).
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6. Locate the request to review, and click the EDIT button to enter the request. The
status column will display the current status of the request.
Pending Requests for CHARMING, PRINCE P (0)

9999-00016 CHARMING, PRINCE P (0) LE&YE RECIPIENT Pencing Recommendation oo 912007 B 1213112007

Approval Recommendation Procedure:
1. There are two locations to access the request: Option 1) From the List
Timesheets page, locate employee with the pending request. Click the pending
request icon to go into the request or Options 2) from the employee Leave Balance
page, click on the link to List Pending Leave Form Requests. Locate the request to
review, and click the EDIT button to enter the request

(Option 1)
Select Organization: Normal (01’07[2007 = 0‘”20’2007) = - [
NAME PHONE RT APPROVED HISTORY EDIT PPPA 0T LV ELF

B DABOON, RAFIIR(198) 255-555-0999 DISHY N : =)
B BEAR, BALOO B (198 256-555-5555 DISNY N LE
Bl BEAUTY BELLEB (198) 256-555-5555 DIENY N A Dy
BELL, TINKER T (198) 256-555-3999 DIShY N (&)
BOY, PINOCCHIO P (198) 25§-555-3333 DIShY N ]
CARPET, ALADDIN & (188] 256-555-7777 DISKY N (&)
B2 CALCHESHREC(1981 258-555-3333 DIShY N A
CHARMING, PRIMCE P (138) 256-585-T77T DISNY N [ LE| By + 1)
B coMBoY,WooDY C (188) 256-555-6666 DiSHY N [ =] Beay

Pending Requests for GHARMING, PRINGE P (0)

9999-00016 CHARMING, PRINCE P (0} LEAYE RECIPIENT Pending Recommencation oo M 2007 - 120312007 /

(Option 2)
LEAVE FORM REQUESTS for CHARMING, PRINCE P
Create Request for Advance Sick Leave Create a neww request to receive sick leave advance.

Create Request to Become Leave Share Create a new reguest to receive donated leave.

Recipient
# List Pending Leave Form Requests List pending leave form requests.
Pending Requests for CHARMING, PRINCE P (0)
9999-00016 CHARMING, PRIMCE P (0) LE&VE RECIPIENT Pending Recommendation oo 9A2007 - 1273102007 ,

7. Review the details of the request, including the justification. If necessary, the
request can be modified by the individual providing recommendation. To
recommend approval, click the APPROVAL RECOMMENDED button (no
comment or justification is necessary for approval). Employee will receive an
email notification of recommended approval, however, the request will route to
the NSSC HR office for final approval or disapproval

Request for Advanced Sick Leave for CHARMING, PRINCE P (214)

Leave Request Number: 9999-00018

Initiated by: CHARMING, PRINCE P (214)

Status: Pending Recommendation

Medical Documentation not yet received at NSSC.

This request may be recommended for approval.B?mending approval, you are certifying that you have reviewed the medical documentation associated

with this request.
Approval Recommended

[ Digapproval Recommended ]

8. Review the details of the request, including the justification. By recommending
approval, you are certifying that you have reviewed the medical documentation
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associated with this request. If necessary, the request can be modified by the
individual providing recommendation. For disapproval, click the DISAPPROVAL
RECOMMENDED button (a comment/justification is required for disapproval).
Employee will receive an email notification of recommended disapproval,
however, the request will route to the NSSC HR office for final approval or
disapproval

9. After request is recommended for approval, the request can be withdrawn or
comments can be applied to the request. To apply comments, type within the
Comments section of the request; when finished, click APPLY COMMENTS.
The comments can be reviewed by the Approver, the NSSC HR office and the
NSSC Payroll office

Result:

The Advance Sick Leave Request and Recommending Approval Process have been
completed. The request is now routed to the NSSC HR office for review and final
approval/disapproval. The employee will be notified of approval or disapproval via
email.

Upon approval, the request will be processed in the payroll system.
Special Considerations:

Historical requests can be viewed by clicking on the historical requests link on the
leave balance page.

The status of the request can be the following:

Initiated — Request process has begun

Editing — Request is in the process of being modified

Pending Recommendation — Request is pending organizational approval

Pending Final Approval by NSSC HR — Request has been recommended for

approval and is pending review and acceptance/rejection by the NSSC HR

Pending Final Approval by NSSC Payroll Office — Leave donation requests that

have been submitted and are pending

6. Pending donation set-up/validation in payroll system by NSSC Payroll Office -
Leave donation requests that have been approved and are pending payroll
processing

7. Pending Set-Up in Payroll System by NSSC Payroll Office — Request has been
approved by the NSSC HR and is pending payroll processing

8. Pending Configuration in Payroll System — Request has been approved by the
NSSC HR and is pending payroll processing

9. Pending Validation in Payroll system by NSSC Payroll Office — Request is
pending NSSC Payroll Office validation in the payroll system

10. Completed Processing — Request has been validated in the payroll system and
process is complete

11. Request Withdrawn — Request has been withdrawn and will not be processed

12. Request Disapproved — Request has been disapproved by the NSSC HR office
and will not be processed

PONM~
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Medical documentation must be faxed to the NSSC HR office to complete this
request and approval process. NSSC fax number is (866) 779-6772. For assistance,
call the NSSC Customer Contact Center at (877) 677-2123.

This request may be withdrawn at anytime during the process prior to NSSC HR
approval or disapproval.
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